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This training will provide an introduction
to CNP Direct Certification. It will:
* Review the term Direct Certification

» Explain how the CNP Direct Certification matching
system works

- Identify the different ways to search in CNP Direct
Certification

Objectives

- Explain "match” and "no match” results

* Provide additional resources for each searching
method




Comprehension

Check

* Throughout this guide there will be comprehension quiz questions

to test your knowledge and help you apply what you're learning.

* Be sure to review these quiz questions and the answers, available

within the guide.

* This icon will indicate a comprehension quiz question, and the

background of the slides will be a light purple like you see on this

) :©



The Step by Step Instruction will review:

Definitions Slides 5-6
Overview of the Direct Certification Process Slides 7-12
. Overview of Search Methods Slides 13-21
File Upload: - —r |
Additional Resources for Conducting Direct Slides 22-23
SAIS Format Certification

The following slides will only cover an introduction to Direct Certification. Please refer
back to the ADE webpage for additional guidance on how to conduct direct
certification using the various methods discussed in this presentation.




Important Definitions




Definitions

Definitions

Meal benefits- meals are provided at no cost (Free) or reduced-priced
(reduced) for eligible children

Certification — the process of assigning meal benefits for a child based on
obtained documentation.

Direct Certification - determining children are eligible for free meal
benefits based on documentation obtained directly from the appropriate
State or local agency. Children directly certified will automatically receive
free meal benefits without submitting a household application.

CNP Direct Certification — Automated State Matching system created by
Arizona Department of Education (ADE) that communicates directly with
Department of Economic Security (DES). Matches are made between
student enrollment records and benefit recipient records from Other
Assistance Programs (i.e., SNAP, TANF) and Foster care agencies.



Overview of the Process of
Direct Certification




CNP Direct

Certification

State-level matching system

State level matching means ADE is responsible for a system that
matches a list of children enrolled in schools participating in the NSLP
with a list of children receiving SNAP/TANF and Foster benefits. After
conducting the match process, relevant information is provided to the
LEA to process at the local level.

What types of households can be directly certified by communicating
directly with DES?

* Assistance Programs

Families who receive benefits through Supplemental Nutrition
Assistance Program (SNAP) and Temporary Assistance for Needy
Families (TANF) are administered by DES.

* Foster Children



How can schools know if the child is in a household that is participating in an
Assistance Program WITHOUT contacting the family?

School’s are able to search for students through CNP Direct Certification. This
computer matching system is connected with Department of Economic
Security (DES) who administers the SNAP and TANF assistance programs and
Foster services.

Checks if those
students are in

CNP Direct Search your

Students CNP Direct

CertIfICathn é S households

Database

participating in
Assistance
Programs and
students who
are recognized
as Foster




Comprehension

Check

The CNP Direct Certification process looks for matches between
information for students in your district and which of the following?

A. ADE enrollment records
B. DES records for participation in SNAP/TANF or Foster programs
C. AZ Department of Health records
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Comprehension

Check

The CNP Direct Certification process looks for matches between
information for students in your district and which of the following?

A. ADE enrollment records

B. DES records for participation in SNAP/TANF or Foster
programs

C. AZ Department of Health records

CNP Direct Certification looks for students who live in households
that receive SNAP or TANF assistance, or are part of the Foster Care
System. This information is housed in the DES database. Refer to
slide g for guidance on this question.

%
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Results of CNP
Direct

Certification

* If any student resulted in a "Match”

If one child results in a "Match” in the SNAP or TANF programs, it means
that child is also found in the DES system. The child and all students in
that household will receive free meal benefits for the program year.

If a child results in a "Match” in the foster program, it means that child is
in the DES system. Only that child receives free meal benefits for the
program year. The benefits do not extend to other children in the

household.

All children who come up as a match, and siblings when appropriate are
considered “directly certified”.

* If any student resulted in a "No Match”

The child is not found in the DES system. In order for the child to obtain
meals benefits, the school must request documentation/household

application from household.

Here is an example of what your results will look like:

Record Number # First Name Last Name Birthdate

DES Results

DES Decision Date

SNAP | TANF

MA FOSTER = Upload Message

1 carson millers 12/02/1951

2 | Jessica Aldroff 10/29/2001

3 Faith Harlton 08/23/2003

NO Match
NO Match

No Match
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Overview of Search
Methods




Searching for Students
FIRST
Choose HOW you want to enter the data:

- File Upload- Create a list of students/data to upload into the search bar

* Individual Student Look Up- Type student/data directly into the search bar

- State Match- If your district assigns Student Accountability Information
Services (SAIS) ID find your site within a drop down, enrollment is pre-
populated

SECOND
If you are creating a list (File Upload) or typing in student/data (Individual
Student Look Up), you will need to choose WHAT DATA to search for the

student. You may use:
* First Name/Last Name/Date of Birth (Standard- Method)

* Social Security Number
* Student Accountability Information Services (SAIS) ID
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Student Data:

SAISID

Student Accountability Information Services ID
(SAIS IDs)

SAIS Student ID - Arizona Department of Education assigns each
student with a SAIS ID that acts as a student identifier from K-12t
grade.

* SAIS IDs can be utilized to conduct CNP Direct Certification only if the
site annually reports SAIS data to SAIS division of Arizona Department
of Education (ADE).

*If your school does not report SAIS data to ADE, the SAIS upload option
will not provide results and will show zero (0) students and matches. This
will effect all search methods using SAIS IDs: State Match, File Upload
using SAIS IDs and Individual Student Look Up using SAIS IDs.

ADE SAIS: http://www.azed.gov/student-accountability/
SAIS Support Center:

Phone: 602-542-7378
Toll Free: 1-866-577-9636
Email: ADESupport@azed.gov
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Reviewing Search Methods and type of Student Data

Searching Method

File Upload

Individual
Student Look
Up

State Match

Create a list of student data to
upload into the search bar

Type student data
directly into the search table

Find your sponsor within a drop
down, enrollment is pre-
populated

What student
data will you use?
(Choose ONE)

* Name/Birthdate or;
* SSNor;
« SAISID

* Name/Birthdate or;
* SSNor;
 SAISID

 SAISID
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CNP Direct Certification Search Options:

izona Department of Education

ona Department of Education

Home | Fle U 1 Stte Metch | ndvidual Student Lookup | Reports | Administration | Help | Common Logon | Logat |

Home | Fie Upload ‘ State Match | Individual Student Lookup ‘ Reports | Administration ‘ Help | Common Logon ‘ Logout

Home > File Up £} Home > Individual Student Lookup CNP Direct Certification / Direct Verification & Welcome Emily Molchan

CNP Direct Certification / Direct Verification

&

R
File Upload Individual Student Lookup

s Print this page

« Use this page to check the eligibiity of a large number of students by uploading (or sending)  file to ADE.
The file upioad must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.

If you are unsure how to save a ".csv* file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700¢Q for more information.
Direct Verification functionality IS curently available (it is available from 10/1/2014 through 4/1/2015).

The "Case Number Format” upload is only available when Direct Verification is available.

‘You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download” button.

The results for files containing more than 10,000 students will be available as a downioad only.

« Use this method to check the eligibility of up to 10 students at a time.

+ Starting with the first row, enter each student's First Name, Last Name, and Birthdate (enter the Birthdate as 'mm/dd/yyyy’).
« When you are finished entering the data, click the "Submit" button. The list of students and their eligibility will be displayed.
« Direct Verification functionality IS currently available (it is available from 10/1/2014 through 4/1/2015).
.

The "Case Number Format" search option is only available when Direct Verification is available.
You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download” button.

.
.
.
.

Optio:

Select a File to Upload () Show these students in the results: N .
B Check all that apph Record Number First Name Last Name Birthdate () Search using this format:
0 rowse. all that apply: ®
VI students that match DES 1 [Emiy | [smitn || [1210112005 ® Sstandard Format (First and Last Name, Birthdate)

O sAIS 1D Fomat
2| | i © SSN Format
O Case Number Format (DES SNAP/TANF Case Number)

[ Students that don't match DES

Qick here to upload your file: 2
IFile upload messages

3l I I

- . - 4 ) Show these students in the display:

Arizona Department of Education ‘ | | © Showthese students In the display

B ‘ ] \ | ‘ Check all that apply:
I ‘ [v]students that match DES
tome | FeUpload | StateMotch | Indwidual Student Lookup | Reports | Administration | Help | CommonLogon | Logout . ‘ ‘ | ‘ Students that don't match DES
[ [¥IFile upload messages

File Uploa . dl I I

8 ‘ ‘ | ‘ () [ check here to doa Direct Verification search
State Match L

: [r—
Upload your list of i I ]
l | I
St U d e nts h e re - * Use this method to check the eligbility of all students for a selected sponsor and/or site by companing the SAIS data to the DES data.

« The sponsor(s) you are authorized for are listed or dsplayed in the *Sponsor Selection” area.
« The site(s) you are authorized for are listed in the "Site Selection” drop down. Select *All Sites” to check all students for a selected sponsor at once.
« Select the "Options” as desired and ciick the "Submit” button to view the results for the selected sponsor on thes page.

« You may download the resuits as a ".csv" file (compatible with Microsoft Excel) by ciicking on the Download” button.

« If the sponsor or site you select has more than 5000 students your search resuts wil only be avaiable in downioad format

) Sponsor Selection ) Show these students in the display:

Individual Student Look Up
) Type your student’s data

e directly into this search
table.

I Stes

Glick here to process your State Match: | Suomit

State Match
Find your Sponsor
using this dropdown. 17

O On-screen Dispiay AND Download




Which of the following is not a method for HOW you can search for
students in CNP Direct Certification?

A. Enrollment Scan

File Upload

B
Check C. State Match
D. Individual Student Lookup

Comprehension




Comprehension

Check

Which of the following is not a method for HOW you can search for
students in CNP Direct Certification?

A. Enrollment Scan

B. File Upload

C. State Match

D. Individual Student Lookup

There’s no search method called enrollment scan. You must decide if
you will use file upload, state match, or individual student lookup.
Refer to slide 14 for descriptions of each method.

%
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Comprehension

Check

Which of the following is not a type of data you can enter into the

CNP Direct Certification system?

A.

B
C.
D

Standard (first name, last name, birthdate)
SAIS ID
Home address

Social Security Number
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Comprehension

Check

Which of the following is not a type of data you can enter into the
CNP Direct Certification system?

A. Standard (first name, last name, birthdate)
B. SAISID

C. Home address

D. Social Security Number

The CNP Direct Certification system does not have capabilities to
search for home addresses. Addresses could be temporary and
change often, so this would not be an accurate way to search. You
will need to use the more permanent identifiers including student
names and birthdates, SAIS ID numbers, or Social Security Numbers
in order to search in CNP Direct Certification.

%
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Additional Resources for
Conducting Direct
Certification




Step by Step

Instructions

The following are available Step by Step Instructions for each

method and type of information:

- How to Conduct Direct Certification using File Upload: SAIS IDs

- How to Conduct Direct Certification using File Upload: Social Security

Numbers (SSN)

- How to Conduct Direct Certification using File Upload: Standard

Format

- How to Conduct Direct Certification using Individual Student Look Up

- How to Conduct Direct Certification using State Match
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http://www.azed.gov/health-nutrition/files/2012/03/dc-file-upload-sais-id-mc1.pdf
http://www.azed.gov/health-nutrition/files/2012/03/dc-file-upload-ssn1.pdf
http://www.azed.gov/health-nutrition/files/2012/03/dc-file-upload-ssn1.pdf
http://www.azed.gov/health-nutrition/files/2012/03/dc-file-upload-standard-format1.pdf
http://www.azed.gov/health-nutrition/files/2012/03/dc-file-upload-standard-format1.pdf
http://www.azed.gov/health-nutrition/files/2012/03/dc-individual-student-look-up-all1.pdf
http://www.azed.gov/health-nutrition/files/2012/03/dc-state-match11.pdf

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, the USDA, its Agencies, offices, and emdoloyees, and
institations participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or réprisal or
{jegc[z)lf\zt/on for prior civil rights activity in any program or activity conducted or funded by

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Lan_7uage, etc.) should
contact the Agency (State or local) where they applied for benefits. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-833;7;. Additionally, program information may be made
available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, AD-3027, found online at
http://www.ascr.usda.gov/complaint_filing cust.html, and at any USDA office, or write
a letter addressed to USDA and provide in the letter all gf the information requested in
the form. To request a copy of the complaint form, call (866) 632-9992. Submit your
completed form or letter to USDA bﬁ:/: 1) mail: U.S. chfartment of9 riculture, Office of
the Assistdnt Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington,
D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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